
Adding contacts to your portal account 

Instructions for Applicant 

Start under the “My Projects, Permits and Licenses” tab. Search for the project you would like to add the 

Contact on, open the project by clicking the plus sign and then the magnifying glass (or just the 

magnifying glass if you don’t have a plus sign).  

 

 

On the Permit/License Info page, scroll down to the People section. Click “Add New Contact”  

 

 

 



Fill out the required sections on the Add New Contact screen and click “Add Contact.” This will allow the 

person to access this specific project or permit. Make sure the email address matches their account 

email address.  

 

 

You will receive a success message. Your contact has successfully been added.  

 



Instructions for added Contact 

Login/create your portal account. Make sure you are using the same email address that they added.  

 

 

 

Search the permit in the My Projects, Permits and Licenses tab. 

 

 

 

 



Open the permit, got to the Onbase Plan Review Project tab and click “Upload/View ePlans”  

 

 

Go to the “project Invitations” tab  

 

 

Click on the check box to accept the invitation 

 

Once you have accepted the invitation, close that window and reopen the “Upload/View ePlans” tab.  

 

You can now upload or view ePlans associated with this project. 



 

 


